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Remote Data Entry

Entering a Non-Payroll Redistribution

1.

ACTION:

USFWS, NCTC



Remote Data Entry Redistributions

2.  The document will be displayed with "NEW" in the Command Line.

e Tab twice and key your region number.
e Tab and then enter the 11 digit document control number.
e Hit“ENTER”.

NEW DOCID: FV 9 973201M813A
STATUS: BATID: ORG:
H-
FIELD VOUCHER INPUT SCREEN
DOCTOTAL: FV DATE: DESC:
EXP/REV/GL: BUDGET FY: ACTION:
TRANS TYPE: FUND:
REVERSAL PERIOD:
COMMENT : BUDGET OVERRIDE IND:

ACCOUNTING PERIOD:

3.  The word “NEW” will disappear and you should enter the following
fields:

e DOCTOTAL always “0.00"
e EXP/REV/GL  always “E”
e TRANSTYPE always “01"

DOCID: FV 9 973201M813A

STATUS: BATID: ORG:
H-
FIELD VOUCHER INPUT SCREEN
DOCTOTAL: 0.00 FV DATE: DESC:
EXP/REV/GL: e BUDGET FY: ACTION:
TRANS TYPE: 01 FUND:
REVERSAL PERIOD:
COMMENT : BUDGET OVERRIDE IND:

ACCOUNTING PERIOD:

4, Press “ENTER” to go to the Line Screen.
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Remote Data Entry Redistributions

5. Key the following fields on the line screen:

e LINE NUMBER Sequential number beginning with 001

e BUDGET BYS Budget fiscal year

e BUDGET ORG/SUB Budget organization

e BOC/REV SOURCE Budget object class

e JOB Four digit subactivity and four digit project
number

e VENDOR CODE Vendor base number and suffix

e REF TRANID Trans code and Document control number

e REF LINE Referencing Line on PVLT Screen

e AMOUNT Amount to be redistributed

e I/D “D” for decrease and “I” for increase

The following example moved the payment from job 12610000 to
12620000

DOCID: FV 9 973204M813A
STATUS: BATID: ORG: 000-000 OF 000
01-
LINE NUMBER: 001 BUDGET FYS: 2004 FUND:
BUDGET ORG/SUB: 97320 BOC/REV SOURCE: 269a PROG:
JOB: 12610000 DESCRIPTION:
VENDOR CODE: 3000700887 e NAME :
REF TRAN ID: fp 973204m813a REF LINE: 001
AMOUNT: 450.00 1/D IND: d
02-
LINE NUMBER: 002 BUDGET FYS: 2004 FUND:
BUDGET ORG/SUB: 97320 BOC/REV SOURCE: 269a PROG:
JOB: 12620000 DESCRIPTION: chg to wrong cost str.
VENDOR CODE: 3000700887 e NAME :
REF TRAN ID: fp 973204m813a REF LINE: 001
AMOUNT: 450.00 1/D IND: i

6. Press the "home" key to go to the command line and type a “Q” for a
quick edit.
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Remote Data Entry Redistributions

7. If “SCHED” is displayed in the Status Line, check SUSF the next day
to see if the document displays “ACCPT”. On redistributions the error
messages show up the next day since the document has tried
overnight to verify the input with the existing PVLT tables. If the
document is not accepted, scan the document, correct the errors and
try again. Send the approved redistribution and copy of the OOTR
that shows the charge that is being redistributed to your approving
official.

8. If “HELD” is displayed, send the RDS package to your approving
official to process it.

9. Keep a copy for your files.
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Remote Data Entry Redistributions

The data appears on table JVLT (Journal Voucher and Standard Journal
Inquiry Table) after it is accepted into the system. This is what the first
screen looks like:

ACTION: R SCREEN: JVLT USERID: TRAI
*** JOURNAL VOUCHER AND STANDARD JOURNAL INQUIRY TABLE ***
TRANS CODE / NUMBER: FV 973201M813A

01-
LINE: 001  ACCTG PERIOD: 2002 03 ACCT TYPE: G/L ACCOUNT:
TRANS TYPE: 01 BUDGET FYS: 2002 2003 FUND: 1001 DIVISION: 9
BUDGET ORG/SUB: 97320 COST ORG/SUB: PROGRAM: 1261
BOC/REV SOURCE/SUB: 269A JOB: 12610000 REPT CAT:
EXP/REV/GL/BUD IND: E CLOSED BFYS: CLOSED FUND:
VENDOR: 3000700887 E NAME: PERDUE SPECIALTY FEEDS QTY: 0.00
SCHD FISC YR: SCHD CAT: SCHD TYPE: SCHD NO:
D.0.: GUEST SYMBOL: OBLIG FY:
REF TRAN ID: FP 973201M813A 001 DOC TYP: AGREE #: ADV:
INVOICE: INV LINE: INVOICE DATE:
AMOUNT = -450.00 DEBIT/CREDIT: ACC DATE:
DESCRIPTION: TREAS NO:
UPDATE SPENDING ADJ: Y
FA #: FA TYPE: BETT #: ACQ METH:

Hit “ENTER” to go to the second screen:

ACTION: R SCREEN: JVLT USERID: TRAI
*** JOURNAL VOUCHER AND STANDARD JOURNAL INQUIRY TABLE ***
TRANS CODE / NUMBER: FV 973201M813A
01-
LINE: 002  ACCTG PERIOD: 2002 03 ACCT TYPE: G/L ACCOUNT:
TRANS TYPE: 01 BUDGET FYS: 2002 2003 FUND: 1001 DIVISION: 9
BUDGET ORG/SUB: 97320 COST ORG/SUB: PROGRAM: 1262
BOC/REV SOURCE/SUB: 269A JOB: 12620000 REPT CAT:
EXP/REV/GL/BUD IND: E CLOSED BFYS: CLOSED FUND:
VENDOR: 3000700887 E NAME: PERDUE SPECIALTY FEEDS QTY: 0.00
SCHD FISC YR: SCHD CAT: SCHD TYPE: SCHD NO:
D.0O.: GUEST SYMBOL: OBLIG FY:
REF TRAN ID: FP 973201M813A 001 DOC TYP: AGREE #: ADV:
INVOICE: INV LINE: INVOICE DATE:
AMOUNT : 450.00 DEBIT/CREDIT: ACC DATE:
DESCRIPTION: CHG TO WRONG COST STR. TREAS NO:
UPDATE SPENDING ADJ: Y
FA #: FA TYPE: BETT #: ACQ METH:
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